Getting Started: Changing Work Schedules

Employee & Manager

Note: New functionality has been released that allows
Managers to create and assign a custom schedule based on
a pattern. As an employee, if you are requesting a work
schedule change and your schedule is not listed as a Work
Schedule Calendar you can ask your manager to create and
assign a custom schedule. See page 2 for manager
instructions.

CHANGING YOUR OWN WORK SCHEDULE

1. Go to the Search Bar and search for Request Work Schedule

E:“DN-?- Q req work sch

Request Work Schedule - Tas!

2. Typeinthe requested Start Date, make sure it is the start of a new pay
period.

3. Click in the white box next to Work Schedule Calendar. Searching by
Group will be easiest.
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Request Work Schedule

Start Date *| 03/22/2019 E

End Date MM/ DD /YYYY [

Work Schedule Calendar #

iii

& By Group
Current Work Schedule 5

Driver's License Station b

Eight -Hour Days and one &
Hour Day for Pay Period

Five 8-hour days

Four 10-Hour Days b

Four 9-Hour Days and one 4-
Hour Day

Motor Vehicle Enforcement b

4. Afteryou select the correct Work Schedule Calendar you will select Ok

at the bottom of the screen.

Request Work Schedule

Start Date x| 03/22/2019 [
End Date MM /DD/YYYY [

Work Schedule Calendar * | x 4 10's Schedule (Mon-Thu) =

Current Work Schedule  Standard 8*5 Schedule (Fri-Thu)

Your screens and processes may vary somewhat from this document.
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CHANGING A TEAM MEMBER'’S SCHEDULE AS A MANAGER

1. Go to the Search Bar and search for Assign Work Schedule. (You can

also find a link in the Team Time app).
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Assign Work Schedule - Task

2. Typeinthe Name of the worker you are changing

3. Enter the Start Date, making sure it is the beginning of a pay period.

4. (Optional) Enter the End Date you want the schedule to expire and
revert back to the original schedule. Leave blank if this is a permanent

change.

Assign Work Schedule

Worker *

= of— Step 2.
StartDate * MM/DD/YYYY ] « Step 3.

MM /DD /YYYY [ « Step 4.

Start from Current Schedule

End Date

Start from Blank Schedule

Start from Another Worker's Schedule

Start from Work Schedule Calendar

> Schedule to Copy From
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5. Choose which option you want the schedule pattern to start with

before editing.
a. Current Schedule: The schedule assigned to the employee today.
b. Blank Schedule: Blank schedule pattern to start from scratch.

c. Another Worker’s Schedule: Use an existing schedule pattern
from another team member by searching for a worker.

d. Work Schedule Calendar: Predefined work schedules set up in
Workday.

After you select a starting work schedule you can preview the schedule
you are copying from the schedule assignment history for the
employee then click Ok at the bottom of the screen.

v Schedule to Copy From
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7.

8.

From the next screen using the + and - buttons, determine how many
weeks you want the pattern to be based on. You can build a pattern on
more than one week, so if an employee works one schedule the first
week of the pay period, then a different schedule the second week you
will want to have two rows in the pattern. The pattern will start with
row 1 based on the week of the start date you entered and repeat after
the bottom week of the pattern. You can change the order of the lines

using the arrow buttons in the Order column.
Start Date  09/06/2019

End Date (empty)

Schedule Patterns 1 item

@' Order Sunday Monday

OFF 8:00 A

(D

Once you have the appropriate rows, you can edit the start and end
time, as well as meal break time for each day by clicking the Pattern
Details button. The total hours for the day will calculate based on these
infout meal times.

GIOWADOT wdrkdby. | eoucarion

Weekly
Saturday TP
OFF 4 .

Pattern Details

9. Edit the grid with the appropriate times then click Done.

Pattern Details

Schedule Pattern Type | Single Shift and Meal

Titems

Start Time Meal Start Mesl End End Time Hours 2o

08:00 AM 05:00PM

08:00 AM 05:00PM

08:00 AM 05:00PM

08:00 AM 05:00PM

08:00 AM 1200PM

10. Verify the Weekly Hours total equals 40 for an hourly employee, or the
total of the weekly hours equals 8o for a salary employee with a pattern
than spans two weeks. Click OK.

Your screens and processes may vary somewhat from this document.
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